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2EX1AGA ML Astivitiss Loecated in Buildinge
OEX1ABA L) B8, and Aleott fiall
Thisf of Procaressnt

Eatablisteent of Bullding Sepply Dificer

1e In secordancs with sathorily delegated in CIA fegilations STAT
the Procapement Office will sssune scecunteblility of all sdministyrsilve
preperty in aee within the ¢ nial ares, Avtivaticn of & Huilding
fapply Offtieer for Bulililngs T, and Aloott all was ace
25X1A6A complished on 1 Februsry 1953, In view thereof, the Procurement O7flce
will be responsible fow

8 T requisitionin;, turnein, and trenafer of all sdmindse
trative property and suprlies reqiired by setivities located in
sabjeet bulldinge,

be Issumnoe or muthorisation for issausnes of property pasces
for all property renoved fyom e:ihjeet baildings,

€, Feosiving anl precessing all requests for egquipmert repairs
and mRintenanoe,

2. A 2aidding Suroly Foom has boen established in Room leleli7,
Quarters ®ye fyen which saptlies may be obtained duwring the
hoars 09130 %0 11430 and to 1500 each day, Yenday threazh Friday,

3. The Bullding Swpply Officer will establish saprly distribation
polnts, where neaded, in thesc balliincs whieh cannot be eonveniently
serviced fyom the Sapply Room 1a (azarters Iye, Thess distridation points
will be stacked with sosmmenly ased items only, sich ag bood paper, carbon
paper, pencils, ate,

Le ALY requests for noosexpendeble property, egaipment repalr service
snd expandable sapplies not obtainable from the Suil¢ing Supply Foom, !
InCel? (atrters Eye or other suprly distribation centers, will bo directed
in writing er verbally, fortyeeisht hours in sdvance of b Foallcle
ing Supply Officer losstad in Reom lelwlS, Gamrters Km,nﬂl STAT

S5¢ A list of individals Jor each aclivity located in subjeet bullde
ings, who are sathorised $o reguisition noneezpendatle progeriy, will be
&m?m this Office, ‘hmber of intividials, so saithorised, will be iept

& minimet,
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fie Tegassts for swplies Aot eguipsent whieh require flnmscial eblle
satdons will be initiated on Hapter “3.%&, Form Yo, 30125, "lequisition
for vaprlies, tguipment, or Serviee®, sisoned Ly an ummms individual
1o sccondmies with pavagraph b, mmr: Central Tutallicence Acerey
negalations, and ddreeted to the milddne Sapply 2fldewr for neeessary

Te The Dudlidng Sapply O70lcer will atllise the ®Ixplojyes ropedby
Iswae fecord®, Torm lla, JeP9 to charge all pertable iisme of & norw
ammw xm*.m te the wsing individuale ln sccorcance wit: paracraph

2 (3) (4) of Sumber Contral Istelligeace Apsncy legdations, It

is the responsibility of sach employee having cwtody of portable ltens,
se charged, to secure A clearanee fyem the Ballding Nupply “fficer priw
to thelr changlng locations withia, or ssparstion from, the Agenty,

By Present procedires and channels relative (o the seguisition of,
and sceountability e, operational supplies and equipment will ressin in
effect and will i mo way conoern the Ballding Suprly 2fficer,

9« In order that the funetions of the Hullding Supply “ifieer may
be exccated sl apcunite property actointability saintained, it ia rew
qeeted thad all requssis for mowvement of preperty be Moeordisated with
the HBailding Supoly Offloey,

JAMES b, CARRTEON
Wh/Jos
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